Performance Appraisal Policy
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2 | Policy Statement This Performance Appraisal Report
(PAR) Policy defines the framework and
procedures for conducting performance
appraisal reports for all employees at
National College of Pharmacy.
PARs are vital for assessing employee
performance, setting development goals,
and making informed decisions regarding
promotions, salary adjustments, and
training needs.

3 | Objectives e Evaluation and Feedback: To
assess and provide feedback on
employee performance,
highlighting strengths and areas
needing improvement.

e Goal Alignment: To ensure that
individual employee goals align
with the organization's mission,
vision, and strategic objectives.

e Career Development: To identify
training and development
requirements  for  employees,
fostering skill enhancement and
career growth.

e Talent Management: To pinpoint
high-potential ~ employees  for
succession planning and leadership
development
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Policy Statement: This Performance Appraisal Report (PAR) Policy defines the framework and
procedures for conducting performance appraisal reports for all employees at National College of
Pharmacy. PARs are vital for assessing employee performance, setting development goals, and
making informed decisions regarding promotions, salary adjustments, and training needs.

Policy Scope: This policy applies to all regular employees across all departments.
Performance Appraisal Report Objectives:

1. Evaluation and Feedback: To assess and provide feedback on employee performance,
highlighting strengths and areas needing improvement.

2. Goal Alignment: To ensure that individual employee goals align with the organization's
mission, vision, and strategic objectives.

3. Career Development: To identify training and development requirements for
employees, fostering skill enhancement and career growth.

4. Talent Management: To pinpoint high-potential employees for succession planning and
leadership development.

Performance Appraisal Report Process:

o Goal Setting: Employees, in collaboration with their supervisors, will establish clear and
measurable performance goals and objectives at the commencement of each performance
cycle.

o Performance Review: Periodic performance reviews, scheduled by the organization
(e.g., annually, semi-annually, quarterly), shall be conducted by supervisors. This
employee performance will be assessed against established goals and competencies.

o Feedback: Employees will receive constructive feedback from their supervisors during
performance reviews, addressing accomplishments, areas for improvement, and
developmental opportunities.

o Self-Appraisal: Employees will be invited to complete a self-appraisal, reflecting on
their achievements, challenges, and objectives.

« Development Planning: Based on performance reviews, employees and supervisors will
collaboratively devise a development plan outlining specific actions to address areas of
improvement and enhance strengths.

e Documentation: All PARs, feedback, and development plans will be documented and
stored in employees' personnel records.

e Confidentiality: All PAR information, including discussions and ratings, will be treated
as confidential and only shared with individuals having a legitimate business need.

e Training and Development: Supervisors will receive training in conducting fair and
effective PARs. Employees will have access to training and development opportunities to
enhance their skills and competencies.



The Performance Appraisal Report Sample provided herein is intended to serve as a template and guideline fc
final evaluation, ratings, and decisions regarding employee performance and appraisal will be made at the so
staff will be based on the common policy of KMCT group of institution

The organization’s management reserves the right to exercise its judgment, discretion, and authority in assess
promotions, salary adjustments, training, or any other matters pertaining to performance appraisal.
o Policy Review: This Performance Appraisal Report Policy will be reviewed periodically
to ensure its effectiveness and relevance. Any necessary updates or changes will be made
by HR, KMCT Group of Institutions

PAR for teaching faculty
Read following instructions carefully before you write this Performance Appraisal
Report (PAR)
Part A: SELF APPRAISAL (TO BE WRITTEN BY THE FACULTY):
1. Information in Part 'A’ (Point no. 1 to 7) is to be filled in by the faculty member.
2. Personal information should be submitted to the respective HOD’s within January 15" of
every year.

3. Each faculty should attach valid proofs and supporting documents along with self-
appraisal form

Part B: COLLEAGUE APPRAISAL (TO BE FILLED BY COLLEAGUES):

1. Information in Part 'B' (Point no. 1 to 15) is to be filled by peers
2. Guidelines should be followed while writing the remarks against points

Part C: STUDENT FEEDBACK FORM
1. Information in part * C’ to be filled by students
Part D: HOD APPRAISAL (TO BE WRITTEN BY HOD):
1. Information in Part ‘D’ to be filled by HOD’s after reviewing part A and assigns a score
based in the given guidelines.
2. This is then forwarded to the Principal along with part B and part C
Part E: PERFORMANCE APPRAISAL (TO BE WRITTEN BY THE PRINCIPAL):

e Information in Part 'E is to be filled in by the Principal.
e Guidelines should be followed while awarding final score of PAR.



o The final PAR is revealed to the faculty so that they may assess the area of weakness and
plan suitable strategies and set goals for the subsequent years.

NOTE: Newly joined faculty members (who has not completed one year) are covered
under PAR & PAR exercise is only conducted to understand the parameters & appraisal
process.



